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COMFIDERTIAL ‘ /

MEMORANDULY, FOR: Chairman, Incentive Awards Commuittes

SUEITOT: tiinutes of 1@ April 19575 Cotmittes westing

1. The CIA Incentive dwurds Commituves mebt on Honduy, 18 April 1955
at 2:0C p.m. in Toor 249, Curie Hall with the Theleman presiding and the
followlng members presents

Traiviag

Cotim aivwtions

UD/F

Logistics Cffice, alternate for

25X1A

25X1A

_ternate for

henagenent stall, o

C/13 '
DD/T

Chief, Services Branch, Bmployee Cervices

Division, Office of lersonnel, attended as & puest,

2. The Committee approved Sugge
recomuended an award of ,55,8C for
WE, DD/P.

stion Ne. 1494 for adoption and

Clerk, Go-5, 25X1A

3. The Comittes approved the recommendation of evaluating offices
for non-adoption of the followlng sugpestions:

&22 1146 1160 L1246
Q07 1148 1181 1251

953 J1151 1185 1253
¢91 1155 1186 1254
1028 1160 1202 1256
1051 1162 1208 1257
1116 1166 © 1223 261
1125 1172 1225 1263
1139 1174 1227 1266
1142 1175 1240 1269
1145 1179 1242

4e The Committee considersd the following suggestions and advised
the Executive Secretury to take action as indicated below:

Suggestion No. 1153 Defer. pending confirmation of
evaluciion by LO and i3,

COTRTIENTEAL
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Suggestion No. 1173  Defer pending report by_ 25X1A
as to whether Q0 is ownly user within
DD/I area of legal size papers proposed
for stocking by B.O,

Suggestion No, 1209  Withdrawn pending rapert by L0 as to
whether sugrestion contritutsd te recent
ingtullation of tweo nay fphons booths in

25X1A

Suggestion ko, 1504  Defer pending check on whether this

Sl <]
croposal 1o included within Suggesterts
normal job respensibility.,

Suggestion o, 1513 Defer pending referral to Comptroller and
CFB/OF on whether this proposal iz within
Suggester's normal job responsibility.

5. The neeting was adjourned at 3:00 p.m.

25X1A
Fxecutive Segretary
Incentive iwards Committee
APPROVED;
25X1A

CCMTPIDENTIAL
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)ﬁice Memorandum . uNITED STATES GOVERNMENT

TO

FROM

SUBJECT:

Chairman, Incentive Awards Comnittee DATE: 18 April 1955

Executive Secretary, Incentive fAwards Committee
Suggestion 1209

1. Recommend withdrawsl of subject suggestion from the agenda for
todayts meeting pending resolution of the contradiction noted below,.

2, Evaluation by LO/AS dated 7 October 1954 states in part, "While
it is not feagible at this time to provide for ...additional public
phones, such facilities mey be provided for in the future...® In a
memo dated 13 April 1955 the Suggester reports that two new phone booths
have been installed in her building

25X1A
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13 April 1955

MEMORANDUM FOR: The Chairman

SUBJECT: Meeting of CIA Incentlve Awards Committee

In gecordance with the provisions of Regulation

-ncentive Awards Program, the CI4 Incentive

Awards Committee will meet on Monday, 18 April 1955 at
2:00 p,m, in Room 249, Curie Hall.,

FOR THE CHAIRMAN, INCENTIVE AWARDS COMMITTEE

25X1A

Executive Secretary
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SECRET

ADOPTED SUGGESTICNS

18 April 1955

Tab No, Suggestion No, Name 0ffice Position
a, 1496 WE Clerk GS-5

b, 1504 OTR  Supply Officer GS-11

c. 1513 FE, B&F Officer GS-11 25X1A

SECRET
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A,

CaQwNwFalwDaEaNaTwl =L
Suggestion #1496

-

Summary of Suggestion:

The suggester proposes that the present WE Mailroom procedure
for processing incoming pouches with three lettered documents,
which includes routing, removing and filing one dated abstract,
be eliminated. These documents would be routed directly to all
desks with resultant savings in time, effort and filing space,

Evaluation of Concerned Offices:

The Chief of Admin/WE Division, evaluated this suggestion
and advised the Commlttee as follows:

"The suggestion has been adopted in WE Area
Division, DD/P, It is estimated that it reduces the
time spent on processing incoming pouches by about
30%. Prior to the installation of the new system,
proceassing of pouches required the work of one perscn
for an average of 8 hours a day, This has been reduced
to about 5 hours per day, a saving of 3 hours. The
person doing the incoming pouch work has been releassd
for these 3 hours to do otner work in the mail room
which has had a backlog due to shortage of help., This
backlog has required that the employees put in an average
of 10 hours overtime each week. With the release of 3
hours time per day for work on this backlog, it should
be eliminated and the necessity for overtime work will
no longer exist, The overtime worked has cost an average
of $2.43 per hour. The savings in overtime pay should
amount to at least $1,166 per year. The extra 5 hours
per week not spent on the backlog will be spent on other
current work which will prevent the accumulation of new
backlogs."

In addition to the monetary saving, there is the
factor of employee morale and health in that employees
will not be required to come to work at other than regular
hours.

Recommendation of Executive Secretary:

T Approval, Based on the WE estimate of savings ($1,166 per
year using on average cost of $2,43 per hour of overtlme ellmlnated),
an award of $55.00 is recommended. The Committee may wish to
consider the intangible benefits (improved employee morale and health)
as a basis for increasing the award, but these may be offset to some
extent by possible reactions to the loss of overtime pay.

C-0-NwF~I-D-E-N-T-I-A-L
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S ON-F-I-D-E-N-T~I-A-L

Suggestion #1504

A, Summery of Suggestion:

The suggester proposes the construction of wooden dollies
or platforms with castors to facilitate the storage of folding
chairs beneath the stage of the R & S Building Auditorium,
This would greatly facilitate storage and moving problems and
would result in savings of manhours and money.

B. Evaluation of Concerned Offices:
The Chief, Administrative Staff, Logistics Office, has
advised the Committee as follows:

"This Office is of the opinion that a good
suggestion has been offered, and appropriate action
is being taken to acquire the so-called dollies.

As a matter of record, the supply of folding
chairs ordered initially was 400, and we do not
believe that the supply has been augmented. Cost
of counstruction for the dcllies is estimated to be
approximately $160.00. It appears that this cost
would be amortized in about four months on the
basis that the movers are utilized thrice monthly,
and require only one hour instead of two after the
dollies are available. A yearly savings of approximately
$400.00 is indicated,"

C. Recommendation of Executive Secretary:
Approval, An award of 420,00 is recommended based on estimated
first-year savings of approximetely $400.

C~0=lewFwl=D-E-N-T-I-A-L
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SwE~C-R-E-T
Suggestion #1513

A, Summary of Sugpestion:

The suggester proposes a revised Travel Order Form and/or
Method of Preparation, which in general would pertain to all travel
movements to and from overseas; also, when current supply of travel
order forms is exhausted would also cover all movements within the
ZI.

Specifically, it proposes:

(1) that the Travel Order form be printed on pre-
printed ditto (or similar process) comparable
to the present method for cables, thus insuring
sufficient copies for all activities concerned.

(2) Travel Order Form pre-printed on legal size
format, to allow additional space under "Special
Provisions (Include Appropriate Justification).”

It is estimated that the dollar savings for the Far East Division
alone, to include processing by other Agency components (Finance
Divieion, Centrai Processing, etc.) would amount to & minimum of

$5,850 per annum.

This improved procedure would result in increased efficiency
in the entire Travel Order procedure, with related activity, as
well as sound method for preparation of sterile copy of completed
Travel Order, thus precluding misunderstanding(s) (i.e., Chief of
Station, Finance Officer, Personnel Officer, traveler, etec.)
relative to special provisions, ete.

B. Evaluation of Concerned Officesg:

The Assistant Menagement Officer, DD/S Area, has advised the
Comnittee of the results of a Management Staff Study on the subject
of "Agency Travel Procedure and Regulation, dated 22 October 1953,
ag follows: :

1. This Staff recommends the adoption of the Subject
suggestion with such technical changes in the proposed

Travel Order form as may be desired by the Office of the
Comptroller and Central Processing Branch, Office of FPersonnel.
2. The suggestion will:

a. eliminate the preparation of a "Request for Advance"
form which is now required by Finance Division,

b, provide components of the Agency with legible

copies of travel orders,

SwEmCuRmE-T

Approved For Release 2000/08/07 : CIA-RDP80-00832A000100130002-0



Approved For Release 2000/08/07 : CIA-RDP80-00832A000100130002-0

SwfB~CmR~E-T
Suggestion # 1513 (Continued)

¢. maks possible the preparation of the Travel
Order at the lowest administrative echelon, thereby
eliminating the preparation of a "Request for
Travel Order" form which is now used by most of the
Area Divisions DD/P.

3. Referenced Management Studies and subsequent investigations
disclosed that:

a. there are approximately 11,000 travel orders per
year written in the Agency (6500 Domestic and 4500
Foreign.)

b. an estimated 7500 "Request for Advance" forms are
prepared annually by these elements using unvouchered
funds. All thesc requests must be signed by an apprcving
officer who in many cases is a GS 15,

¢, an estimated 5000 "Request for Travel Orders" forms
are prepared annuelly by the various components of the
Agency,

4. The use of the proposed pre-printed ditto (or similar process)
Travel Order would make possible the accomplishing of a recommen-
dation previously made in the referenced Management Staff Studies
and thereby:

a. eliminate the preparation, signing and handling of
the "Request for Advance" form and the "Request for
Travel Order" form.

b, provide all components of the Agency with legible
copies of Travel Orders and reduce to a minimm the
nocessity for various components to sond their personnel
to Central Processing Branch in order to type copies of
travel orders.

5, Notwithstanding the fact that the cost of the new forms may
run aomaewhat higher than that of the present form used, it is
conservatively estimated that the overall savings made possible
by the use of the new form and the subsequent resultant change
in procedures would be in excess of $15,000 per year,

C. Recommendation of Txeeutive Seerotary:

Based upon the MS estimate of first-year savings of $15,000,
it is recommended that an award of $300, in accordance with the
Table of Awards, be approved for this suggestion.

S-E-~C~R-E~T
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CONFIDENTIAL

Suggestion No, 822 (cont'd)

C. BRecommendation of The Nxecutive Secretary

Disapproval

CONFIDENTIAL
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CONFIDINTIAL

Suggestion No., 907

Sunmary of Sugpestion:

Probably it is not possible to estin.te the various monetary
savings which might accrus through the adoption of this suggestion.
However, it is undoubtedly true that the prevention of inadvertant
informational leaks which could cause the loss of countless hundreds
or thous.nds of manhours (and dollors, consejguently), is one way to
ansure that CIA's none, is pot being wasted. Also, the naintenance of
good morale anong Agency employees demands that the often hard-won
fruits of one's official labors not be spoiled and lost by a careless
8lip of th~ tongues over the telephone., Hence, it is suggested here
that fuller orientation be provided to CIA employees, both new and
0ld, on ths subject of adequate telephone security. I believe it
could be done ruite effectively, as follows:

1. PFProvide all smployees, both new and old, with a list of
office designations, symbols, abbreviations, numes and telephone
nunbers, addresses and room nuibers which may be mentioned in offiecial
business over the telephone without violating existing security
regulations, |

2. This list should be coupiled by the Security Officer in each
Division, for example, for Jissenination to all personnel within that
jurisdiction,

3. To ensure thut all personnel within his Jurisdiction have
read and understand this directive, each Security Officer shall
prepare and keep on file an up-to~date "initialed copy! of said
dirsctive.

4. 'The Office of Training could provide a one to two-hour
lecture on nethods of wire~tapping. This lecture would illustyete,
with actual telephone equipnent, some of the various methods and the
conparative ease by which telephone lines nay be tapped, 4ll enployees
would be required to att nd this lecture. New employees .hould attend
it withintwo weeks, at latest, from the date they enter on duty and
have access to an . gency telephone.

Bvaluation of Concerned Offices

The Acting Chief, Physical Secucity Division, advised the
coumittee that:

1, The establishnont of definite criteria as suggested in Para-
. graph 1, could not be established. Furtheruore, if established, it
would be a very complicated list. Generally speaking, nanes of persons,

GONFIDENTIAL
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CONFIDENTIAL

Suggestion No. 907 (conttd)

conponents of Agency, Troom mumbers and telephone extensions can be
nentioned over thetelephone. :

2, Paragrophs 2 and 3 can be answered by reference to "WTglephons
Security", Sccurity liegul.tioms, Section 10-6, Page 16.

3. The Security Indoctrination Lectures covoer the use of
telephones and stress the fact that telephones and telephone
lines can ke topped. The presumption rust be that every conversation
by telephone or interoffice communication systen will be overheard
by unauthorized persons.

4. It 1s the opinion of the Security Office that lectures and
denonstrations covering the methods of wire-tapping would not aid the
~average enployee in the use of the telephonc and that the time (man
hours) imvolved in such lectrres could not be justified.

C., Recommendation of The Axecutive Secrefary:

Disapproval

CONFIDENTIAL
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CIA INT.RLAL USE ONLY
Suggestion No. 953

Summary of the Suopastions

The suggester proposes tut o Service Reque.t Slip, oonuaining
the 16 items which the Building Svpply Group is culled upon most
frequently to handle, be printed us a stancard oper.tion form in
pads of 100,

Bvaluition of Gone rned Nffic gt

The Chie’, Amin, Staff/L) has recoumended Air.pproval of
employee's Sugge-uion based on the following reascns: "The form
presented is one Uti:at cinnot be utilized by all the Building Supply
Offices of the Brilding Supply Group. It is not 21l inclusive as
to informution requi~el fHor th: processing and coupletion of services
degired. imy se wiosg rasquircd by the oparuting officos for repairs
and adjfustucnts v an ol thed verdnlly o the Building Supply Offices
vho iu turn wers 116 ac 38y arrencomsnts with either the repair
contractors, or Syac:, Muiaten.nee .nu Utilities Branch, Real Lgtate and
Constructioa Division/T0, ani/or Public Buildings Service/GSA. The
uge of the s-rvic~ renvent fira preserted would cause undue delay in
acquirias the sarvices wd create an wdied burden on the operation
offices., CGines L w1l he lupossible o iucluds the many varled
service -7eses racev-d py the BSO's on a short printed form and
since the prozsdur. uied L the BSO'g varies, 1% is felt that the
auggeatad fora woill e of ro greut benerit to tue over-all function
of the Tuilrlig Sxr o oot

Recurs st cions

L‘if-.’.yr Lu'Ve /-1

CTA INTERNAL USE ONLY
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CONFIDENTLAL

Suggeation No. 991

Summary of the Suggestion:

The Suggester proposes that a specilal kit be deviged which
official travelers would be given to use in counnectlon with final
voucher accounting upon completion of thelr travel, She outlines
that the kit could contaln special envelopes or slots for storing or
posting the desired informetlon. The traveler would eimply turn in
the kit to the proper authorities for instance CFB, and tlms save
himself the time required making out travel clalms,

Evaluation of Concerned Office:

The Chief, Planning and Analysis Staff, recommends that
Suggestion 991 be disapproved for adoption based on his below noted
observation: 1) Investigation of the proposal set forth by Suggestlion
#391 reveals that such material ls available within the Agency, and
at the Tieket Offices of the various Carriers. Namely, Travel
folders with pockets for Passports, Tickets, Baggage Stubs or other
pepers., 2) The Airlines in particular provide various types of
Travel Folders for carrying necessary papers whlch CFB states are
1gsued with each ticket., 3) Compilation of detailed ltems con
cernfiz a trip, which are carried on one's person, can frequently
develop into a security problem, hence it should be avolded.

4) In view of the existence of the propossl material, the Suggestlion
as presented is not recommended for adoption.

Retommendation of The Executlve Secretary:

1t 1is recommended that the Committee dlsapprove this Suggestlon
in view of the negatlve information noted above,

CONFIDENTIAL
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CONFINENTIAL
Sugeostion No, 1028

A, Summary of the Juggestion:

1. A% the lest alr raid drill it was noted that many persons
in tho Temporery Bldgs., I,J,K,L were congregating in front of
the glass pencled donrs in the side corridors, (so they would
have light to read their popers), and also they seem to mass in
front of the maln corridor doors leading to the Reflectlus Ponl.

2, It is suggested that white stripes be palnted on the floor
along tho sldes of the corridor doors in the form »f an L to indi-
cato a safe arca, and a large white stripe across the maln corridor
on both sides of the maln doors. This should be done in such a way
a8 to iaform the personnel thet they should stay in back of these
lines for their own safety. The stripes can either be white palnt
or a white scuff-reslatant tape.

B. ZEvaluation-of Concorned O0ffice:
The Chief, Securlty Control Staff

It is the opinion of this Offlce that the attached employeo
sugeestion should nut be adopted since it is presontly the responsi-
bility of the Bullding Emeorgency Officers and the designatod mom-~
bers of their steffs to lnsure, by personal observation and super-
vigion, that participants in air raid drills do not congrogate in
front of glass—pancled doors. The painting of white lines would
neither add to nor detrect from this responsibility.

C. Raeniwond dion of Executivo Sceretery:

Disapproved

CONPIDENTIAL
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¢IA INTERWAL USE ONLY

Suggestion No. 1051

Summary of the Suggestion:

The suggester proposed that a basic conversion teble be
eatablished for listing forelgn measurements .and their U. S.
equivalents to a feshion as to meke 1t possible at a glance
to establish the correct U & neagurements.

Evaluation of Concerned Offices:

The Office of Collection and Disseminetlon advised the
Committee that OCD does not recommend sdoption of Suggestions
1123 and 1051 which propose piblication of a set of conversion
tebles from the Metric System to the Standard welghts and
messures familiar to U. 8. intelligence officers. In support
of this conclueion we clte the fcllowing:

A. "Reedy evallability ln snd through CIA Librery of
reference souirces conbeining such tabies or the informstion
necegpary for their construstion., Many of these titles,
as suggester notes, ere alpu on file in CIA resesrch offices.

b. "Adequate facilities for eopy and assembly by each
analyst of tables needed frequently in bis own work, Repro-
ductlon of tables on e Branch basis (dilto or multilith)"
would appear to provide a one~time solution sxactly tallored
to Branch needs. ’

ORR reviewed this suggestion and commented as followsi

"We don't think this worth an award. Suggestion No. 521,
aenswered 28 Oct 1953 covered gomewhat same ground, so I repeat
whet we sald then: "Stendaxd tables are sveilable, e.g. Re-
goarch Service's Cunversion Factors and Tables; no one table
would heve everything desired; many workers prefer to make
thelr own. For perticuler converslons mentisned in this (1051),
a slide rule would be preferred by most."

1f not explored slready, perheps OIA Offices originating
reports might, at the editoriel stege, agree 1o the =ddition
of perenthetical conversions for at least some troublesoms
catagories of metric citatinns,

Recommendation of Executive Secretary:

In view of the foregoing somments, it ls reconmended that
the Commettee disgpprove this guggestion for adoptlon,

CIA INTERNAL USE ONLY
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Seggestion No. 1116

A. Summery of the Suggostisn:

During the past three years, I heve observed certain
cafoteria practices which could be improved. The first obser-
vetion is the difference in patroncge in the K Building cafe—
teria during the poriod of 1 May through 1 Qctobor as chupared
with 1 October through 1 May. During the five gurmer months
I would estinate the patronage to be 50% of the winter trade.
Bxact figures could be obtained fron Governnent Hervices
Incorporated (6S1). Part of tho drop in attondance may be
explelned by suunoer vocations. However, tho najor decrease
ig due, I believe to the unbesrable heat and stuffiness.

This conditi-n results in large nunberes »f enpl-hyees traveling
gone distance to cnmercinl restoursnts and the Pentagnn,.
Thieg results in lunch hours ronging fron one to two or nare
hours., Needless to say this 13 oxtreuely wasteful in torms
of productive man hous. *» addltisn there is a norale
factor present when the euployees fool that the Agency is
providing sub-standard eating focilities, Therefnre 1y
first suggestisn is thet the K Bullding Gafetoria be corm
pletely alr eoncitinned. This would result in sovines in
nan hours wasted at lunch, and inprovenent in enployce
myrele. The enst of alr conditioning night be pald by

¢8I if shown that such actisn whuld result in incressed
gurner trede. If {hls ssurce waes nrt aveilcble, the funds
night be provided fron the Asency recroatirn fund which I
anderstand oxists f£or the inprovonent of enployee norale.
1f neither of these s-urces are feoagible, & counittee
ghould bo formed tn investigate means »f ncquiring funds
for this purpnse.

My second susgesbion deels with tho apprintrent of
e sonior officer os a roving inspector of Agency cafoterias, %;Eg
similar in functinn $5 tho inspectors in the Pentagon,
Unfortunately GSI does not seonm to bo able t» adequately
supervise its operations. Dirty dishes end wtensils,
rodents and lnsects are cnimnon sights in all of the Agency
cafoteries. If the dining rooms are thig bal, the kitchens
are probably as dirty ~r worse. This sgsunption is rein-
forced by the periodical attachks »f miid fo0d prisoning
which neny of iy friends have suffered. It is ny gugzestion
that o senlor ~fficer should be charged with delly inspection
of all cafeteries for the purpnse of enrrecting the above
ernditions.

614 INTERNAL USE ONLY (CONT.)
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Suggestion No. 1116 (Page 2)

My third sugeestion deals with tho prices anl quality »f
the food. Supposedly GSI is a non-profit nrganization. If
this 1s true, why are G8I prices hishicr than the Pentagoin
cafoterias (operated by & profit meking sresnization) or
tho Hot Shoppes cafetorlas? For example: Cup of coffec with
crean - GSI 10¢ ; Pentagon 8¢; Hot Shoppes 104 (second cup
free). WNeither the quelity nor tho quantity »f GSI fo0d com-
pares favorably with the Pentagon or Hot Shoypes as Judred
by soveral penile including nmyself. Therefore ny suggestion
is that the Directnr, Central Iatelligence appoint a committee
to investizate the prices end services of GSI with the purpose
of obteining another fo0d contractor or obiaining better
gervico fron GBI,

Evaluetisn of Goncerned Office:

The Chief, Administrative Btaff/i0 commoented as follows:

Roference is nade tn Enuloyeo Suecostion Mo, 1116, recon—
nenling inawnverents in the Temio K Building cefoteris for
bettevnsnt of service,

This is t» adviso that considernblie study has been ziven to
this cafelberla during the prst several years ln the eff-ori to
inprove the facilitles. A nunber of ilirovements have beon
acconplished, Plastic disghes hove replaced chlinaware with a
delinlce lowerlng »f the sound level. New walik—Iin refriserator
boxes have ocliminatel contanin~tion, Adiltionsl sesting ocanacity
brovided by the relocation »f the corridnr wall, New flooring
in the dishwashing room with new arrangenent o»f doors and
equipnent faszilitated the work flow end further reduced noise.
Adlitional lighting over the servins areca inproved presontation.
New covering on tables and chalrs, and pastel color paintilne
heve added to the decor. A new nanager snd chef definitely
rosvlted in inproved service and gquallty of fond. Addltional
proposaels have receontly been forwarded to the FBS and GSI for
consideration. Inmproved ventilatlon ani e»lor schene wero
included.

Itenn I »f the suggestis-n recommenls elr-eondltioning. The
estinated cost of $32,000 precludes this type of instellation
from any s>urce. Although there sre a nunber of cefeterias in
Terpo Buildings, in no case has air-esnditioning been provided,
Thereforo, the statement quoting sub-stenderd facllltios is
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Sugzestion Mo, 1116 (Page 3)

refuted. Regarding travel time to other dinine locetions,it

is the responsibility of each ~dninistrative officer to
gupervise enployees in acenrdance with existing resuletions
end policios. Parallel to nman~hours lost, thieg Office has
been concerned wilth the problem of inducing diners to leave
pronptly after conpletion »f meals. Patronage wolume to the
nunber of avallable tables necessitates the action, and our
poster progran for the dining ronme ls pointed in thls respect,

Itenm 2. Tho Chief, SM&F Bronch/LO is chersed with the
responsibility of naintaining lialson betwoon the GSI, the
FBS Concessiing Officer and CIA, ThePBS Concessions Offlcer
overseos all GBI spnce ond activity in public buildings. Past
performnance by the Chief of the Brrnch does not werrent further
oppolintnents., We refute the strntenents regarding unsonitary
eonditioneg, and invite inupacii s by any individuel at any
tine. 411 G8I cafsterias ave inspected regularly by both PBS
and G8I »fficials tralned in nmanagencnt and operatisnal procedures,
It is our fronk oplniocn that because nf the adequote spacing of
equipnent, which facilitates access 5 ocach individuel iten,
cleaning stendsards eoxcel in 2 :jerissn to other establishments
of & llkoc nature.

Ttem 3. The G.S5.1. institution is extremely larse 1ln scope,
and since all of its operations ere under governnental controls,
varlous agencles are continually auditing GSIL zceounts and
prazedures, Thls Asency obtained the services of an expert, in
cafeteria nanagemont fron New York, for the purpose of inspecting
all segency dining facilities, Tho report forwarded t» the DDA,
and on record in thils Office, quotes that prices, size »f servings,
and the wholesame guellty of the faod conpared favorsbly to siniler
trues of business in osther lncatisns, The fact thot only one meal
is served during the dmy, and losses »f silverwerd, dispensers and
trays evereging epproximetely $H00 per month materislly affects the
engtes of operetion.

With the attentisn directed o ell dining facllitios by thie
Office, the regulatinneg involving nperatisn and the restrictions
on expenditures, we are »f the opinisn that naximun results are
being obteined end that further cormittoes, appointnents otce.
are nat Justified,

Recnmmendation nf Bxecutive Secreiteory:

Racrimoend disapprovel. Onst of alr e nditisning is eoneldered
prohibitive for o Tenpnrery Bldg., installatinng LO/SM&F seons 1o
have nade all feasible effnrts o conbat and correct eonditisne
criticized,
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CORFIDENTIAL

Suggestion Yo. 1125

A, Summery of Suggestion:

I.. Statement of Froblem
4. All offices of CIA as well us certain governmental departments
that furnish information to CIA are tending to standardize
the recording of information on 5 x 8 inch cards.

B, Currsontly cards of many different weights and qualities
' reach our offices daily.

¢. Many economies can be realized by a systematic approach to
utilization of standard procedures.

II. Suggestions of Lconomies to be Realized
A, It is suggested that standardized cards be color coded to
' represent departm-nt of origin as a means of rapid
recognition for readers,
B, As an altern.tive or sddition it is suggested that cards be
color coded to represent types of information to coincide

with IR listings, i.e., production, organization, trade, etc.

¢, It is suggested thuat a much ligher-weight card with no filler
be adopted as standard for the reasons listed below:

1. Light weight cards toke less safe space,

2. Light weight cards are ea.ler to use in typewriters.

3, Light weight cards cost less per unit.

L. Light weight cards, if standardized, could be purchased

in less expensive bulk quantities rather than the more
expensive small packuage quantities.

5. Light weight cards necd not be made with the more
expensive filler for ink pen use.

B. Evaluation of Concerned Office:

The Assistant Director for itesearch and Reports advised the
committee that:

1. The statement of the problem is accurate. It has long been
the hope of many research officers that standardization to a 5 x 8

CONFIDENTIAL
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CONFIDENTIAL

Suggestion No, 1125 (cont'd)

. card for the rocorcing of iaform.tion could be accomplished. The
sconomy of such stundardization is ecknowledged but cannot be
quantitatively evaluated.

2., Now as to the specific economies suggested:

a. Color coding to indicate agency of origin does not
appear to be an economy but is a good suggestion.

b. Color coding to indicate type of information could easily
be accomplished providing not too detailed a classification
were used. For example, the left-hand half of the card could
be color coded to indicate agency of origin and the right-
hand side color coded for functional clagsification.

Ce The ligher weight card is not satisfactory for storing
in safe files, It tends to sag and alsgo to fray in a short
time. Standardization on a stock of not more than 25 1lb.
nor less than 20 lb, weight would seem desirable.

3, This suggestion, as am:lified above, is worthy of award and
further investigation. It is rocommended that, if the committee cites
the svggestion for :ward, 0CD be instructed to estublish a working party
of interagency membership to study implementation..

The Assistunt to Deputy Director (Intelligence) sdministration
advised the Committes that:

We do not consider that this suggestion has any particular merit
as a suggestion for action to be token other thon by individuals or
small units for the following reasonss:

1. St.tement A of the suggestion, "iAll officra of CIA & « o are
tending to standardize the recording of information on 5 x & inch cards,"
is not accurate. (See .aragraph 1 of memorundum from Executive/CD,

28 Saptomber 1954.)

2. There is by no means unanimity among snalysts and branches
as to the desirability of the 5 x 8 file although the majority probably
favor it ot this time. The enthusiasts, of course, are very strong for it

3, an effort to stondardize or even to get agencies to accept
standards in color and poper weights throughout the Government would

be o tremendous job. It took two years to get the "Stump sct" through
and this dealt with an important process and procedure.

CONFIDENTIAL

Approved For Release 2000/08/07 : CIA-RDP80-00832A000100130002-0



Approved For Release 2000/08/07 : CIA-RDP80-00832A000100130002-0

CONFIDINTIAL

Suggestion No, 1125 (cont'd page 3)

4.  There are also differences of opinion on the desired weight
of card, Some prefer the lighter card; others find it not sufficiently
durables, :

5. We believe that standardization of details like color, size,
and weight should not be attempted until there is reusonable agreement
on desired standards, and‘’at vresent this does not exist, So we suggest
that those who favor the 5 x & system continue to do such missionary
work as they can and arrangs their own files to suilt their ldeas,

The Ixecutive Uffic:r, Collectlon and Disscmentution, advised the
Committee that:

1, This suggestion may have merit as applied to the particular
problems of research analysts in ricording and filing their basic data,
but 1t does not appear to apply to OCD operations in disseminating the
intelligence informution received from all sourcds. lost of this
information is received in report form on legal or letter size poper,
and it would pot appear practicable or economical for the various
sources to change to a 5 x 8 inch color card system as apparently
suggested,

2. The specific suggestionseems to be that certain muterial
is now being received by CRR analysts on 5 x 8 curds, und that these
cards should be ecolor codad and stondardized at a specified weight
and quality., If agreement on a certain standard could be reduched among
the different sources und reciplents of these cards, some economy in
their cost might be effected, Hach source, however, would probably
re,uire thut their cards be preprinted with appropriate headings, and
the various different colors required would also offset the possible
economy of bulk purchase,

The Office of the Deputy Director (Intelligence) ..dministration
advised the Committee that:

Recommend reject in light of attached 18 May memo from E,O0., ORR,

i 4L i a3 s

Disapproval

CONFIDERTIAL
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Suggestion No., 1139

A. Summary of the Suggestisn:

This suggestion has to do with security checks, and it
involves the possible lack of thorough security checks by
personnel in meking daily after work checks of their assigned
areas.

The writer has often sttempted t» maske a thorough chock
of waste baskets whilc making staff duty nfficor securitly
chocks. This waste basket check is found to be imwnssible
bocause of the refuse such as used coffoe cups, nmilk con~
tainers, bits of £70d, used cleansing tissus, doprsited inthe
baskets. This 1s probably true of all othor strff duty
officers.

In order to faclliteteo the fzspoctisn of & socurity
hazgsrd, it is requostod that easch orgenlizatisnel unit bo
provided with & nmumber oi suall blackboard polnter type
staffs to be used in the examinotion of waste baskets,
These inspecti-n steffes couid be issued at tho tine the
gtaff duty offlcer check 1list 1le lssure, Just ng oeny
Cffices umsue the small wiosden safes now hended out.

B. ZEvaluati n of Concerned Office:

The Acting Chicf, Phyailcnl Security Divisl-n c¢ymontad
a8 1l we? ‘

"The Securlty Office wruld interposo nd nbjocti-n t- the
procurenent snd subsequent use of pointer stoaffs to be used
in the ezaminatio-n of wasto baskets,

"Ths security requirements for c¢onducting the Stoff Duty
Check, as -utlined in tho Security Regulatisng, d» nnt require
the "checkor" to examine the econtents of wasto brskots.

Referencos Seocurity Regulations Menual deted 1 April 1951,
Section 10-b, pasgo 17.

C. BReconnendation ~f Executive Secroteory:

Disepproval. It euggcsts an inproved riethod for raking a
gsecurity check which is nst required by Security Office,

CIA INTERNAL USE ONLY
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Suggestion No. 1142

A.Sumeary of Suggestiont

It is svggested that a cortified, registered copy of the birth
certificate, with the State Seal, be included in the personnel folder
of each cmployee, for possible use in procuring passports.

It is estimated that having the birth certificate available, in
the personncl foller, would save approximately .3.00 per person in
long distance telephone calls, The s.ving in deluys «ndl inconvenience
to each employee going out of the country would be tremendous.

B.lvaluation of the Concerned Offlce:

While the suggestion has some me:it, its application on an .gency-
wide basis is questionable for the following redsons:

a. A vast number of sg ncy personnel will not be required nor
be eligible to travel outside the USA,

b. Thme who have trav led outsi'e the Usi, have or have had pass-
ports issued to them, hence do not now need such a document or
certificate,

c. Employees use such certificates for varlous purposes hence if
they have one in their possession, they would be reluctant to
give it up.

d. lost travel, at least for the first time, is not of the erash
type, hence, thers is time to obtain such a certificate prior
to departure.

When such certificates are available to the sAgency, the Central
Processing Branch can accomplish its processing activities more
effectively, however, no monetary savings would accrue thereby.

While the suggestion has been mede that an agency Notice be
issued advising employees who aniicipate foreign travel in the future
to take imme iate steps to secure a birth certificate or otier
certification necessary for wrocurement of travel passports, experience
indicates that such ons time notices are not productive. The incidence
of such cases being relatively small issuance of such a notice is not
deemsd warranted.

C.Recommendation of The Exscutive secretary:

Disapproval

CONFIN®RTIAL
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Suggestion No. 1145

A, Bummary of the Suggestion:

It 18 suggested that male high school graduates, 17 and 18
years of age, with possibly two years to go before being drafted
into the Army, be recruited for GS-3 and Y clerical Jjobs with the
Agency. Draft deferments ghould not be requested for thess
employeea,

There asre many types of clerical poeitions in the Agency that
these young men could do, such as: mail delivery service, meil
clerks, microfilming, heavy file clerk jobs, etc. that women are
not physically strong enough to do,

These young mon would be able to give the Agsuey two years
of good service &nd would maeke good potentiazl future employees
of the Agency.

Monetary savings to the Agency cannot be estimated,

B. Evaluation of the Concerncd Office!

The Chlef, Planning and Analysis Steff, advises the Committee
that:

1, Subject svuggesilon proposes employuent of 17 and 18 year
old males for GS-3 and GS-U clerical jobs as pre-experience training
prior to their being celled by the draft for military service,

2,  Tbis proycsal was referred to Chief, PPD and Chief, FUD
who advise that sush a preposal ie not new, the Agency having
tetually carrled out recrultment of this nature on a limited scale
in the past eand is, iu fact, s8till, aa occavion permits, doing o,

C. Recommendation of The Executive Secretary:

Disapproval
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SECRET

Suggestion No. 1146 (cont'd)

25X1D

3. Suggester should b= commended for his interest in aAgency problems,
but it is suggeat~d th.t no monetary award be mude o

C. R-commendation of The Execubive secretary:

Since Sugeestion is alrealdy in effect, no award is recomnended.

S 4CRET
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Suggestion No, 1148

A.  Bummary of the Suseestiont

Suggestion: To attach an elastic string to folder mtock
number ~ 7510-005~0978,

Use: To transmit related correspondence, incomeing pouches,
and groups of enclosures of files between the several offices that
must process then,

Seving in time: 1) Material is not as sasily lost ss that
fastened with clips, steples or rubber bands, thereby saving the
time now expended searching for these lost items, 2) The proposed
elastic string mey be fastened or unfastened quicker than the
bresent string., 32) This eiastic string does not become knotted
as does the present striug,

Economy of Material: 1) The string now used on these folders
e easily broken thus réndering the foldsr useless for transmittal
of material, The string in the propcend folder can be easily and
quickly replaced thus proionging the fulders use, 2) The present
folder wears very fast at %he point whore the stxring is tledj this
new folder would prevent this in two ways. _
a) There is no knot to be pulled tightstherefors the
bressure against the folders edge is gireatly reduced,
b) What pressure remains is divided emong four seections
instead of two,

B. Evaluation of the Concerned Office:

The Chief, 4dministrative Steff, advises the Committee that:

1. This office does not recommend adoption of the attached
suggestion for the following reascns:

8. 4 representative ¢f an office suppliss manufacturer
obbtained an estimate for the mepufacture of this type envelope}

the cost of this item far exXceeds the cost of the type presently
stocked,

b, From au economical standpoint 1t ie felt that the
envelope presenily carried in stock adequately serves the pur—
Poses pointed out by the sugeestar,
2+ Employee should be commended for his interest,

C, Recommendation of The Exeoutive Secreterys

Disapproval
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Susrestion No, 1151

A, Suniary »f the Sumcestiing

It is sur ested that en individual emloyee in each CLA
Building be desicnated as the Insurance Asent with power to
hendle e, licatione in his building. Such an Azont would of
course have an acequate su..ly of a.ulicatisn blanks, Dbe the
thoroughly briefed end would be able to handle insurance natters
as & "Branch Office" of Roon 126-A Curie Haell.

It is estlirted the Azency would seve fron 100- 200 nan
hours per 100 eiyloyees loceted in the Washinaton area.

B. Evaluatirn of Concerned Office:

The Chief, rlamnine and Avalyels Staff advised the Counlttee
that, "The inavguratlsn of the n.w Agency insgnrance LINarans,
1ike any new pronran, otes tuorough an initial perlod in which
the ey licents experience ususidersble confusion and delay in
obtaining service. Such was the case in the apenlng days of
the new health and insursnce program spongsred by the Agency
in the early pert of September. Thle was due mostly to the
inadequate facilities of the lnsurance cffice and it 1s be~
1ieved that this prohisn has been res:lved through the re-
locasisn and expansion of the lnsurance office facilitles.

Due to the vast amoun’ of record-ixeeplng end technical
quesiiong relative to lnsurance coverage and clainms end safe—
guarding of noney and records, 1t was deesmed advisable to
eontain such transactiaons to a single nffice, namely, the
insuvence office., The establishment of individual collectors
or @olicitors in the verlous buildinge occupied by the Agency
would not appear warsanted in view of the problems instead of
to the maintenance of records, control of rnoney and hendling
of claims with ite probable necessity for roferring the nore
difficult cases to the central insurance office."

¢. Recommendstion of BExecutive Secretary:

Disapproval
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Suggestion No. 1153

A, Summary of the Suggestions

Tt is sugeested that official notices, instructions, etc.
(especially those in & nunbered series), be duplicated on paper
which is already punched with three holes.

Each time one of these papers is filed, it is necessary to
stop and punch the mar-in on a 3-hole punch. The majority of
people who file these papers £ile them in a binder. Having the
paper punched prior to distribution would be a time saver for
them and would not be an inconvenience to those who do not use
binders. This would also be en aid to neatness in thet all pages
in the binder would (presumebly) be punched uniformly.

B. Evaluation of Concerned Office:

The Chief, Reguiatione Control Staff made the following
evaluation: ‘

1], Agency issuances (which are the only category controlled
by this staff) are, as a matter of policy, issued on paper pre-
punched with seven holes so that they will fit any type of binder.

no, There is no uniform control over intra~office issuances
of various types. It may be possible, therefore, that the issuance
the suggester is referring %o is an issuance of this type, published
by one of the aubordinate offices of the Agency which have not

established policy in this respect.

C. Recommendation of Txecutive Secretary:

In view of the C/NCS Comments, the suggestion is disapproved
for adoption.

CIA INTERNAL USE ONLY
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Suggestion No. 1155

Summary of Sugeestion:

It is suggested that Form 36-2, leproduction Hequisition, be made
a Jour-part, interleaved carbon, snap-out form., The form is now made
in triplicat~, The fourth copy could be a flimsy white to be used
as a suspens- file copy in the office of the requestor until the
numbered blue copy is returned, (This can be retained by iritiating
office ot tine of submission, )

The sivings to b guined by this suggestion would lie in the
time now required for the typist to insert carbon paper in the present
form and detaching the forus from the rad., This would also permit
the reproduction plant to enter information on three copies in one
operation by merely requiring th.t the form in triplicate be forwarded
to the plant with the carbors intact.

ivaluation of the Concerned Office:

The primary udvantage in using snap-out forms existe in proviuction-
type operations. The Printing and leproduction Division/LO has informed
us that 100 or les:; requisitions ars received per day from all components
of the .gency; thus no single office apparently has any lerge volume of
re;vests, This is not considered extensive enough to warrant the
additional costs of obtaining acamerically manufacturesd form..

No need exists for a flimsy white suspense file copy as the blue
copy, with job number inserted when th requisition is prepared, need not
be sent to the Reproduction Plant but may be retained as the suspense copy,

For these reasons the suggestion cannot now be favorably considered,
Should the total volume of reproduction requests from all or a single
office show a substantial inerease in the futvre, consideration could then
be given to use of a carbon-interl-aved form,

Recommendation of the Execufive Secretary:

Disapproval
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Suggestion No, 1160

4, Summary of the Suggestion:

Have eye-catching posters at all Supply Rooms with this
message, or a simllcr one:

"Do you really n-ed thig or, are you requesting
it just because the person in front of you asked
for it." '

Induce the conscious angls into the poster, this covld ac-
complish the purpose and suve the Agency thousands of dollurs,

B, Evaluation of Concerned Office:

Chief, Adminiztrative Stuff, L/0 notified the Committee of
the following:

As a result of the supply sconomy progran effected
by Supply Division approximately one yecr ago, supply
econony posters were developsd periodically and posted
on the various bulletin boards of the agency.

Although this suggestion has been put into effect,

it is recoumended that *he employee be commended for his
intersst in the program.

C. Recommend.tion of Executive Secretary:

Disapproval for adoption,
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Sugeestion No. 1162

Sumpsry of Suggestion:

It is suggested that the Agency investigate the feasibility of
purchasing or having developed a Times Stenafax, Wire Photo or equiver
lent equipment for transmitting facsimliles of documents between
dlstant points, specifically the new Record Center and a recelving
point, Some of the advantages to be received from use of such equlp—

-nent would he!

No need for installing, hiring operators end naintaining tele—
type equipnent to transmlt information fron documents in a bhurry.

No need to ask for specific data contained in a document when
requeating in order to shorten the transnitting time by teletype

No need for itransmitting & cocument or facsinlle needed in &
hurry by special courier whewn ihe document or facsinile has to be
geen for such things a3z verifying glgnatures, ete,, then returned to
the Center.

Vo need to maintain a special courler and car on standby basls
begldes the reguler courier service.

No chance of compromising or losinrg documents since the docu
nents will be electrically transmitted firom one secured area to
another,

Tvaluation of Concerned Qffices!

FORWHORL: Suggestion 1162 was forwarded directly to the Office of

Common.cations Engineering Division (without attachment or corment)
by Chisf, lenagenent Staff for evaluatlon. It 18 believed that the
thorouvgh technical evaluation nade by the 0C Engineering Divislon
indicates that Suggestion 1162 follows the lines of already contem~
plated service.

EVALUATTON:

1. The general subject of electrically transnitting classified
reference and record material from source of user has been and is under
active consideration and study by the Office of Comrmunications of CIA
and the Natlonal Security Agency.

5. Suiteble facimile equipnent is now avallable for the trans-
mission of unclassified material, or for the transmission of classified

' material between points within the confines of electronically secure

areas. The transmission of classifled naterial between physically

separatud secure areas requires that the facsimile signal be enclphered,
or requires that a physically electronically secure transmlgsion line be
provided, Such a prototype cipher system suitable for handling classi—
fied material through TOP SECRET is now under test and will be avallable

SECRET
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for employment by the first of January 1955, This eystem, incidentelly,
is now cleared for the handllng of SECRET nmaterial.

3., Several offices of CIA have expressed interest in neking use of
s gecure facsimile system when evailable. From the technical standpoint,
3t must be pointed out that the facsinile equipment will require mainte—
nance Just as does teletype squipnent; furthermore, facsinile encipher-
ing equipnent will be rore corplex than elther pure facsinile or tele—
type equipnent.

4, It is premature to attempt to eveluate the monetary savings, if
any, that the facesinlle systom will offer over pregent read~out systems.
There is no questlon as to the convenience afforded by facsimile trans—
mission of documents — although even here 1t rust be appreclated that
transmigelon of coupy wlll not be i.gtantaneous., The secure systen current—
1y being considersd will nandle copy at the rate of 27 squere inches per
ninute.

5, If we can agsume that faceimile system now belng evaluated
will prove to be satisfactory and that dellvery wlll be nade as planned
to offices which have slready presented requirements, then Bugzestion
No. 1162 essentially follows the lines of already contemplated services.

C. DRecormendation of Executive Sscretary!

+ Since this Suggestion is already in effect and no part of 1t makes
added contribution, no award is reconnended. '

SECRET
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Suggeation No. 1166

Summary of the Suggestion:

In the course of a days work our clerk who handles all in-
coming mail from the other offices, will sign on an average of
one hundred tickets a day. This is on classified material, secret
and below.

It would be an impossibility to open all of these envelopes
and log in each item that is received. Therefore our incoming
mail clerk signs the courier tickst and sends the envelope on to
th- office thuoi it is addressed to, by our own MesSSengersS. There
is no record kept to show that the envelope was ever received by
the office concerned., If an office calls us and claims that they
did not rsceivs a ¢ rtain piece of mail, and we did sign the ticket
for it, then w= are responsible for the lost item.

It is my suggestion, that if the office sending out the
clessifi.d material would maks three tickets instead of two, we
would then be able to keep a control on all classified material
that is received by our incoming clerk, By receiving all classi-
fied material with two tickets on the envelopes, we could sign
one and give it back to the courier, to show that we have received
the mat-rial, Then we could leave a ticket on the envelope, and
our own messenger could have it signed when he delivers the material
to the office designatad., The ticket would then be broughtback to
our incoming clerk, who would keep thé tickets according to days
received, We would then have an accurate record of all classified
matorial being delivered.

Note: Courier ticket attached as sample.

Lvaluation of Concerned Office:
The Chief, Records Management Division Management Staff
comments as follows:

WForm No. 35-16, Courier's Classified Mail Recelpt, is now
in the process of being revised by the Management Staff. A pro-
posed revision of the forn has been approved by the Security
Office and instructions are now being nrapared for installing 1t
throughout Headquarters. It is believed that this form, as
revised. will satisfy the needs of FI/RIMEM Therefore, it STATINTL
is r~commended that the plan set forth by the suggestor be
disapproved for adoption.

Recormendation of Executive Secrelary:

lecommend disapproval as having contributed nothing to the
golution of the problem.

CIA INTHERNAL USE.ONLY
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Suggestion No. 1168

A, Sumnary of Sugeestion:

I suggest that the office of Training institute a training progran
which will incorporate guldance along the lines of creative thinking, as
described in the attached megazine article.

The article states that over 300 colleges and universities have in-
cluded coursee on creative thinking and problenm—solving in their
curriculun. A4s a result of experimental courses at the University of
Alagbana, which were conducted by the Air University, the 4, ¥, R, 0. T, C.
curriculum has been revised to include & course called TProblem~solving",
From this we may conclude that the programn has merit.

1t is my opinion that varlous Divieilons and Branches within the

Agency which are concsrued 1wimarily with research and development work
would benefit greally frum wuch a tredning program. Hach student couvld
be taught to chamnel bls thinking toward the speclfic goals wlth which
his partlcular develupment work is concerned., In addition, ench :
.could include open discussicn of, and possibly the answer to, specific
problems might be as siupls as re-routing of the shutile busses or as
complex as developing a standard Agency-wide filing systen,

4As a by-product, such training nmight well open the flood—~gates of
ideas that ave lying dermant in one's sub-conssious mind, inundating
the Incentive Awards Committee with the suggestlons that nay result!

B, Iwaluztion of Concerned Office:

fuggestion No. 1168 has merit as en idea for educational experi-
menbvaiicn, It is difficult to see how CIA could Jusiify the establigh~
men® ¥ & course in COreative Thinking in the light of the pressing
tredning jobs, directiy related to the operations of tlhe Agency, that
must be tackled by the 0ffice of Training.

The Office of Training is restricted to the practical obJective
of seeking to liprove efficiency in operations through training that is
evidently related to specific opersbiontd abilities,

Such proprams as courses in creative thinking nust be left to the
uplversities and colleges, or to Government—sponsored experimental pro—
grams, for further exploration; they cannot be given any significant
priority within the Office of Training.

When the practical value of courses in creative thinking has been
more sffectively and more widely established, and when there is
sufficient demand for this type of training within CI4, the office of
Training could then eppropriately experiment with programs of this kind.
That day, however, appears to be far distant.

CONFIDENTIAL
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Suggestion No., 1168 (Con't)

There is maximum opportunity in the Agency today for each super—
25X1A visor to try out [ 1:ccc 2 pert of the Job of effective
gupervision, ZXvident results from creative thinking as a supervisory
technique would greatly strengthen any requirement for a course in
this field.

2oX1A s copy ot [ NN :: ooon orioroc

for the OTR library.

C. Recommendation of Executive Secretary:!

Recommend disapprovel.
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Suggestion No. 1172

Summary of Suggestion:

It is suggested that corners be designed for permanent attach-
ment to flat-topped safes, I have observed in a large number of
offices that Security Check Sheets (Form 38-7) are applied to safe
tops. with scotch tape. This tape is expendable since check sheets
must be replaced every 30 days, Each new sheet requires a new
application of scotch tape., Scotch tape manufucturers no doubt like
this but it is hardly economical considering the number of flat-
topped safes this agency must have, After an initial outlay for
permanent corners, upkeep should be negligable, In addition to the
saving on scotch tupe, a saving in time would result since it
takes clerical help a number of minutes to put out new sheets when
old ones are filled., With ccrnars fresh sheets could easily be
slipped into place, Attached is a rough sample of the type corner
I had in mind, The material from which the sample is made might
not be durawle enough but a little experimentation would solve that.

It 1s believed that the corner is a great saving, If this is
not agreeable, a directive might be considered stipulating that
Security Check Sheets be attached to safe tops with a small pieee
of scotch tape at center top and bottom, even this would be a
saving,

The suggestor stated that he had no way of estimating monetary
saving since he did not know how many flat-topped safes are in use
not did he know how many clerical personnel are engaged in the

time consuming operation of changing the sheets every 30 days,

Evaiuation of Concerned Officess

The Chief, Records Management Division, /NS advised the
Committee of the following:

- ", The attached suggestion which recommends the use of

- "corners" for holding Security Check Sheets (Form 38-7) to the top

of safe type file cabinets is returned.

R+ Although- the suggestion itself has some merit this office

~ does ‘not believe it is practical for the following reasons:

a, The cost of adopting this suggestlon, processing a
directive to implement it, procuring, stocking and maintaining
records of these corners and replacing them when necessary would

- far outweigh any "savings" which might be realized in scotch tape,

CONFIDENTIAL
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CONFIDENTIAL

Suggestion No, 1172

b. In proportion to the total amount of scotch tape used
in the Agency, the quantity used for this purpose is probably in-
significant, Although the proponent believes that the savings to
be realized would be considerable, it probably would be more costly
to the Agency to adopt and implement the suggestion.

c¢s The suggestion 1tself, in some form or other, is al-
ready in use in many offices, Some of these offices use masking
tape which can be reused. Others fasten a piece of cardboard with
a fastener in it to the top of the cabinet. Thls makes it necessary
only to replace the check shects,

ds The type of corner suggested would not be permanent
as the suggestion coatends, Kxperience in this office for the past
year with the same tvpe of corners indicates that they last from 4
months to a year. During this time they become worn, frayed and
dirty. They then present a very unsightly appearance and require
replacement. -

e. The time consuming operation of changing sheets every
30 days is not as profound or time consuming as the suggestion in-
fers, This operation is usually accomplished by clerical personnel
as time becomes available or even prior to work hours if necessary.

f. Finally, the suggestion makes no mention of safes,
vaulted areas or doors with combination locks which also use these
security €heck sheets, It would be difficult if not impossible,
for the suggestion to be implemented in these cases,

3., With reference to the alternate suggestion of attaching
the security sheets with a small piece of tape at the top, center
and bottom of the form this is already being done, Many offices,
for instance, use only a small plece of scotch tape on each of the
corners, This is basically what the proponent suggests.

4a This office does not wieh to imply that the suggestion is
worthless, As indicated in paragraph 2 above it does have merit.
However, the practicality and cost of adopting the suggestion must
also be considered., This office, therefore, recommends disapproval,"

Recommendations

In view of the above comments, 1t is recommended that this
suggestion be disapproved for adoption,

CONFIDENTIAL
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Suggestion No. 1173

Sumnmary of the Suggestlon:

It is suggested that legal bond paper, manifold and ozslid papers
24 x 8 be stocked in supply rooms where office requirements call for

charts on paper that size. TValuable time 1s wasted by scotch tapling
smaller size papers together.

Evaluetion by Concerned Office:

1. Fresent demand for this type paper 1ls apparently confined to
one element of the Agency and is not sufficient to warrant stockags.
As this is pot a standard type item it 1s recommended that the using
element submit a requisitisn for thls 1ltem as required.

2. Svggestor should be comnended for his interest.

Recommendatlion of FBxecutlve Sscretary:

Recommend disapproval.

CIA INTERNAL USE ONLY
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Suggestion No. 1174

Summary of Suggestion:

My suggestion is one primarily designed to raise morale., It
concerns the cafeterias which have long been the subject of low morale.
The suggestion I wish to present is that travel posters from air lines
be used to lecorate the otherwise drab walls of the cafeterias.

This can be accomplished at no cost to the agency except for
wooden frames into which new posters can be inserted periodically.
The posters are available from all the jpternational air lines, who
would certainly be glad to have them placed within the igency.

Eyaluation of Concerned Office:

The Chief, Administrative Staff, Logistics, advised the Committee
that:

1. Reference is made to Employee Suggestion No. 1174, recomuending
th- display of commercial 2ir line posters on walls of cafeterius for
decorative purposes.

5., This is to advise thut policiés, established by the administrator,
General Services Administratiom, invested with the authority under
Public Law 566, prohibits the displuy of commercial advertising or
posters in public buildings. The reasoning behind these policic3
are obvious, since the rield of commercial advertising 1s so extensive
in scope.

3, It is our opinion that the suggester refers to the Tempo K
cafeteria, I1f so, informatlon can be p-ssed on to the effect that this
dining area is nresently under stuly a3 to the operation and decor.

This study could include the recomendation that scenic wall paper be
installed on the north wall with multicolor paint scheme applied through-
out ,. The availability of funds may prove to be the determining

factor regarding this problem.

tecommendations of The Ixecutive 3acretary:

Disapproval

CIA INTERN.L USE ONLY
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Suggestion No, 1175

4, Bummary of the Suggestion:

It is suggested that some eleoment of CIA that is anthorized
public contacts, such as Personnel Relations or Security, be made
responsible for a service to Agency personnel ag follows:

That reputeble reesltors and personnel of property mansgement
firmg licensed in the District of Columbia, Maryland and Virginia
be clesred and security briefed for hpadling reai estate sales,
rentals, listinge and property management and maintenance for
Agenvy personnel,

This would be helpful in Preserving security and aiding Agency
personnel ordered tverseas or cut of the area for extended training,

B, Evaluation of the Csucerned 07fige:

Suggestion Nu. 1175 was reviewed by Employeo Service Division
and the following comments submitted:

S The Agency has nut assumed regponsibilities fer handling
realty affalirs for i%s erpl.oyees, and the legal Impiications attending
such a respunslbility ere believed to be beyond the Agenoy's
capabilities,

b, Services Branck, Employse Services Divielon, serves as a
roferral agent only, usirg the Armed Forces Housing lists, and reputable
Real Estate orgenlzations. Referrals 4o not entail securlty clearancs
oX such companies or individuals, nor do they imply em: Agency respon-
81bility for resuits, Such referral policy 1s considered adequate in
tiw light of past experience,

¢y Bale or rental eatate 1s ¢onsidered a perscunal problem of
the employee to be negotiated by him or his agent (realtor). While
the suggestlion confines ths Area to Metropclitan Washingten, its
adoption would have wider implications, possibly na’lonal coverage.

&, Should the Incentive Awards Committee deem it advisable to
Pursue thie suggestion furiher, referral %u Saourity 0ffice and
Genersl Couusel wculd be appropriate, however, the suggestion as
submitted is not zecvmmended for adoption,

The Chief, Policy Staff, Securlty Office, edvises the Committee
thats

1. This Office concurs in paragraph b, of OP'g svaluation of
thig Suggestion,

CONFIDENTI AL
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Suggestion No, 1175 (continued)

2. TFrom a securlty standpoint, it would not be feasidle for
the Securlty Office to attempt to clear the outcide personal contacts
of Agency employess, It sbkould be noted that real estate agents are
only one category of wuch contacts. The establishment and maintenance
of cover for personnel ordered overseas is the technique by which
Agenoy affiliation is aafeguarded

0. Recommendation of The Executive Sedaretary:

Disapproval

CONFIDENTLAL
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Suggestion No. 1179

A, Summury of the Suggestion:
During or around May, 1953, I submitied to the Committee a
suggestion that "piped-in® or recorded music be utilized in areie
where its vs= by commercial and other government units has proven
beneficial as a morale builder and a stimulus to higher productivity.

On the 14th. October, 1953, lir. Geo. E. Meloon, informed me by
letter that this suggestion was impracticable principally because
the cost of installation and maintenance of such a system was not
commensurate with the resulting benefits.

In the meantime there have been considerable changes that have
materially alter~d the conditions under which the suggestion was
originally offered. In view of this, it is requested that the
Committee reconsider the proposal with the following substitutions
and additions:

STATINTL 1. Bgareas or pluces for installation, please substitute the
“« Formerly, the different locations where
music could be used were considerably dispersed wheras today
most of these have been integrated and localized under one
roof at the Dopot.

STATINTL :

2. For the plan of financing, please disregard and substitute
the following; There is in present operatio in the
Depot a public address system with speaksrs effectively locatted
throughout the building., This system could be utilized to
furnish the recommended music by connecting it to an F.M.
radio that is in constant operation in the Test & Evaluation
Section h-re at the Depot. The only cost involved in this
arrangement according to the Chief of that section would be
the price of fifty (50) feet of wire frow the radio to the
control panel of tho address system and a switch which would
allow full use of the address systen whenever necoessary.

3, It might be mentioned that music has been utilized in the
* Depot in the above noted Test & Evaluation Section
since June, 1953 to the great enjoyment and satisfaction of
their personnel and to the envy of fellow-workers located
elsewhere in the Depot.

STATINTL

CIA INTERWAL USE ONLY (CONT.)
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Suggestion No. 1179 (Page 2)

B. Evaluation of Concsrnad Office:

The Chief, Administrative Staff, L/0 commented as follows:

"Prior to receipthea‘bion, atteapts were made to provide
STATINTL  euployees of the Depot with recorded music through use

of the PA system, with the following results:

t The reception was poor due to nolse in Shop areas, fork lifts,
and other power equipment such as nailing machines, power
gaws and air compressors,

"The majority of psrgonnel complained of the interference,
therefore, the music was discontinued.

It is recommended thut the suggestion not be adopted !

C. Recommendution of Executive Secretary:

Disapproval for adoptilon.
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Suggestion No, 1180

Summary of Suggestion:

Legal size four (4) drawer safe file made by Remington Rand cost
approximately $450.00 each,

They weigh from 650 lbs, and upward and are extremely diffi-
cult to handle, needs atout /-6 men, They are heavy, bulky, and
awkward and are damaged very often during handling, because they
must be laid on their sides, then placed upon a fork 1ift, .which
in turn demages the sides (oftentimes on the insids as well),

They damage many floors of various naterials from rust, stains,
and corrosion, The safe is also damaged on the bottom by rust.
Carpets are often ruined by stains. from rust, :

This is all due from the safe not having any material to keep
1t raised from the floor. Cagters are not practical because the
welght is not distributed equally,

Sugegestion: Heavy U.shaped channel iron could be bolted on the
bottom of all safes, using the same drilled and tapped holes al-
ready on the bottom of such gufes,

The channel iron should run the width of the safe so the weight
would be distributed evenly, should be two (2) inches high to allow
a fork 1lift to get under and 1ift it up., Bottom of channel iron should
be flat in order not to cut floor, rugs, or tile,

Thls will eliminate the need of so many men handling it; it
alloxs the use of a fork 1lift for ease of handling anddmoving,

Evaluation of Concerned Qffices:

The Chief, Administrative Staff, LO advised the Committee of
the following:

"1, The procedure for storage of four drawer safe files
in the warehouse involves use of pallets, The ideal method 1is to
place two files on a pallet in an upright position, However, in
order to have a more stable stack, these files are laid on their
sides on a pallet if stacking to extreme heights,

2s It is not feasible to attach skids to the files merely
for handling within the warehouse, Due to the light floor load
capaclty in the offices of this Agency, it is more advantageous to
have the entire bottom surface of the file in contact with the floor,
The suggested skids would cause a concentration of welght on a much
smaller bearing surface,
CONFIDENTIAL
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CONFIDENTIAL
Suggestion No, 1180
3. It is recognized that files are sometimes damaged

in delivery to local offices, but such dsmages are incurred in
noving through the narrow hallways and stairwells of the buildings

used by the Agency,

Recommendation:

In view of the above comments, it is recommended that this
suggestion be disapproved for adoption.
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Suggestion No, 1181

A, Summary of Suggestiont

It is suggested that the entrance to the second floor of M
Building which is opposite room 2061, be kept open for an additional
fifteen minutes each evening, At the present time 1t is closed at
five gharp. As a consequence, many of the employees who normally
use that entrance, put away their work early so they do not have
to walk around to other exits. One branch of which the Suggester
is informed officially locks up their classified material at a
quarter to fiwe so its members can depart through the 2061 exit,
‘Unofficially many others do the same thing. )

It is estimated that 150 peonle are guitting their work 15
nminutes early, At an estimaited salary of $2.00 per hour, this
would mean that the US is puying $75 each evening for employees to
lock up their safes and get through the door before 5:00 P.M,

25X1A 1., N i ccutive/SI advises the following:

"On several occasions over the past six months, 0SI has
considered meking a request along the lines of the subject employee
svggestion, and, in fact, on various occasions when genior personnel
were engaged 1n conferences extending past 5:00 P,M,, we have
arranged for the entrance in question to remein open, Beyond this,
we have never had evidence that the problem wes sufficient in mag-—
nitude to request that the entrance be kept open after five oleclock
as a matter of course,

From this it can be concluded that the employee suggestion
has already been a matier of general concern and is not sufficiently
unique to warrant approval at this time, In any event, in view of
our move to Barton Hall this week the entire question is moot,"

25X1A Ra _advises the following:

"I am returning the attached with the recommendation for
reject, inasmuch as whatever problem might have exlsted has now been
solved by the move of OSI to Barton Hall and a realignment of the
entrances to the Special Center in M and Q Buildings.!

B. Eva;uatiog_of Concerned Offices:

25X1A Executive Secretaryi Incentive Awards 25X1A

Committee, in a memorandum to advised the following:

CONFIDENTIAL
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Suggestion No, 1181

"l., Transmitted herewith is a suggestion which has been
submitted in accordance with CIA Reg JENEEEEEIncentive Awards
Program, Inasmuch as your staff is especially qualified to evaluate
suggestions in this area of operations, it is requested that this
suggestion be reviewed as to the possibility of adoption for im-
provement in Agency operations,

2, FPlease include in the evaluation an estimate of savings
that might be realized through adoption of the suggestlons If no
monetary savings can be estimated, note any improvements such as
better morale or working conditions that you believe would result.

If the suggestion 1s one that will result in savings over a period
of years, the estimate should reflect the averspe annual savings,
For your convenience, a ferm fur +he evaluation of the employee
suggestion is attached,

3. Your asslstance in furthering the improvement of Agency

operations through your cooperation in this menagement improvement
program is appreciated by the Committee,”

Recommendation:

In view of the above comments, it is recommended that this
suggastion be disapproved for adoption,
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Suggestion No. 1185

Ae  Summary of Suggestion:

It is suggested that the Agency investigate the feasibility
of reducing the number of times the Agency Telephone Directory is
reproduced in a year from 4 to 3 editions, This change would re-
duce the cost of revising, printing, security controlling and
handling by 25% or more, The savings to be achieved outweigh the
disadvantage of one month's delay in receiving a new directory
since it should be remembered that the information contained in the
Directory is only current up to the date of publication.

It is also suggested thet the Directory contain the following
information:

1. The hours the Building Supply Rooms, Snack Bars, Cafeterias,
ete, are open and closed, such as the Directory now lists the Credit
Union's hours in the functional section of the Directory,

2. Bus Stops and Time Schedules,

B, Evaluation of Concerned Offices:

The Chief, Administrative Staff, LO advised the Committee of
the following:

1. The quarterly publicetion of the Agency Telephone
Directory is consistent with the practice followed throughout the
Government and is desirable, if not essential, due to the frequent
changes affecting most personnel as a result of reassignments,
transfers, separations, organizational chenges, moves, etc.

2. The quarterly publication of the Telephone Directory
provides for adequate notification of essential locator information
for Agency personnel,

3+ A less frequent publication of the directory would
necessarily result in increased workload to the telephone operators
who would be required to furnish additional reference service to
callers. At the same time, callers would experience & loss in time
as a result of relying on a reference service in lieu of the
directory for essential locator information.

CIA INTERNAL USE ONLY
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Suggestion No, 1185

4o Experience dictates the inadvisability of including
bus schedules in the directory. Revised bus schedules must be
published as and when needed, and cannot wait for a prescribed time
period, Also, it is believed that information regarding the open-
ing and closing hours of Building Supply Rooms, Snack Bars, ete,
obtain desired results more readily when posted at the area cone
cerned, rather than in the telephone directory.

Recommendations

In view of the above comments, it is recommended that this
suggestlon be disapproved for adoption,
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Summary of Suggeetion:

It is proposed that a display board be used which could be
mounted outside each Building:Supply Room during the hours of
"business," Such a board might be constructed of "peg-board"
material to make possible the mounting of items by elther pegs or
thumb tacks,

If attractively arranged and placed in a conspicuous place,
the display board would not only be informative to persons request-
ing supplies but would also attroct the attention of passers-by,

A prominent title should be given to the board, "WHAT'S NEW IN
SUPPLY" is suggested,

Evaluation of Concerned Officesy

——

Chief, Administrative Stuff, LO advised the Committee the
following: '

1, Use of the suggested display board to announce awailabil~
ity of new supply items could easily result in personnel requesting
unnecessary supplles.

2. At the present time Supply Division, LO is providing the
Administrative Offices of headquarters ocomponents with a Supply
Bulletin containing data on any new 1tem being stocked in Bullding
Supply Rooms, This method of notification is belisved to be more
desirable than the suggested method.

Recormmendation:

In view of the above comments, it is recommended that this
suggestion be disapproved for adoptlon,
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Suggestion No, 1202

4, Summary of the Sugeeetion?

The suggoster proposes in the best interest of securlty, reduction
of mep hours and the cost of materlals that Form 34145 "Employees
Statement of Barnings and Deductiona" be 1) discontinued, except
when required to indicate some meJor chenge in pay gtatus, 2) for-
warded to the employee's offlce by inter—Agency messenger rather
than by mail, 3) included with a notice attached cantioning the
employee concerned %o troat the statement a8 confidential,

B, Evaluation of the Concerned Qfficet

The Chief, Fiscal Division, recommend.s that the suggestion be
disapproved for adsption based on the following commentss Agenty
security should not be compromised by & gocasional cerelees
dispcsition of the form as nther Government sgencles use similar
1BM carde which meke no reference to {he piace of smployment, The
percentage of checks mailed is limited and the form accompanies those
malled to home addressee aad not to banke, The form was deslgnated
4o furnish each employee with the necessary information involving
his earnings and deductilons. The mejority of the employees deslre
to receive the form, and previous roview has indicated that distri~
bution is more costly on a solective basis,.

0, Recommendetion of The Executlive Secretary:

The Executive Secretary concurs with the opinion of the Chief,
Fistal Section, and recommends that the suggestion not be adopted.

CONFIDENTIAL
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Suggestions No. 1208, 1209, 1223, 1225

sumary of the Suggeationt

These suggestions pertain to the recent Agency ruling that
official telephones were not to be utilized for outgoing personal
calls.,

The suggester (1208) proposes that in the interest of reducing
outgoing personal calls from Agency phones (Dial 9) some thought be
given to disconnecting official phones from outside lines. It is
further noted thab such telephones could be plugged in the Central
Exchange Areas and by dialing 9 would produce a busy signal - or
nothing. :

The suggester (1209) proposes that the number of private phone
booths in Agency puildings be increased and made more excessible to
the employees. Tt is believed that increased numbers of phone booths
would curtail employees inclination to utilize an official telephone
located on a nearby desk, It is further suggested as an alternative
that one or two Agency telephones be located in each branch and
available for outside official calls, Other Agency telephones would be
for internal and code useé.

The suggester (1223) proposes that voluntary coptribution emvelopes
be distributed as a means for collecting from employees the cost of
their outside personal calls made through official Agency telephones.
The envelopes could be sent to the Agency telephone section every two
weeks through the appropriate pdministrative staff. The procedure, as
outlined, would sliminate time lost waiting in line to make a call from
a phone booth and repay the Agency for the personal calls made on the
official telephones.

The suggester (1225) proposes that all outside lines connected
with the official Agency telephones be disconnected and official
calls bo made through an operator outside the Agency. He believes
that this step would be a money saver and would instill greater
security consciousness on the part of the caller.

Evaluation of Concerned Officet

The suggestions enumerated above were forwarded to the Chief,
Administrative Staff/LO, who disapproved them for adoption based on
the following facts: tThis office is aware of numerous considerations
regarding the use of Agency telephones and is presently engaged in
carrying out recommendations contained in a Staff Study dated
2 June 1954. One of the conclusions reached in the study wast
The inadvisability of restricting the use of Agency telephones due
to increased costs and effect on morale.

CONFIDENTIAL
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Suggestions No. 1208, 1209, 1223, 1225 (continued)

The matter of installing additional public telephones 18 another
consideration contained in the above nentioned study and is directly
related to the matter of Agency restricted lines.

While it is not feasible at this time to provide for restricted
Agency lines or additional public phones, such restriction and/or
facilities may be provided for in the future, but only after present
offorts, aimed at correcting the misuse of Agency telephones, have
failed.gﬂ

Recommendation of The Executive Secretary:

The Executive Secretary, in view of the above noted evaluation,
concurs with the opinion of the Chief, Administrative Staff, LO, and
recommends the disapproval for adoption of these suggestions.

CUNFIDENTIAL
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Suggestion No. 1227

Ay ZSummary of the Suggestiont

I think it would expedite the line in the cafoteria in Curle Hall
if the Chef would prepsre the hamburgers end have them gerved along
with the hot dogs. So many people in the grill line walt for mede~to—
order sandwiches snd it creates quite a bottle-neck in front of the
door and there ig & lot of time wamied and I don't think 1t is falr
for the people who wait in back of the line,

NOTE: The girl serving Hot Dogs could algo serve the Hamburgers,
™ ‘which are all msde up, cooked, and kept hog on the Grill,
rather than walt for the Chef, who may be preparing gseveral
‘Hot Sandwlches (Stesks, etc.), to attend to serving the '
hamburgers.

B, Evaluation of the Concerned Qffice:

The Chief, Administrative Staff, advised the Committes that:

1. Referencs is made to the attached Employee Sugeeastion
No. 1227.

2 Investigation by this Offilce reveale that due to cramped
gquarters and limited facilitles it would be hezardous for the countsr
girl serving hot dogs, soup, etc., to ¢btain haudburgers from the
grille.,” The counter girl wouvld be required to wedge her way betwoen
the Chef and hig helper in this small crowded aree.

3 Individusls who order hamburgers only, mey vpon nearing
the Chef bypass others who are walting for made-to—order sandwiches,

h, In view of the foregoing, the suggestion 1s being returned
herewith for proper disposition,

0. Recommendation of The Execublve Secretary:

Disapproval

CONFIDENTYLAL
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Sugpestion No. 1240

Summary of Suggestion:

REVISION OF FORM NO, 60-34.

In my exprrience about one-fifth of the extracts prepared for
inclusion in Industrial Register files require only the upper half of
form No. 60-34., 5ince preparation of materiul for the files requires
the removal of the bottom portion (below the dotted line) of the form
in cases where no informution is written or typed thereon a real waste
of exvnensive puper seems evident. This is 2ll the more wppuront when
one realizes that the piece of the card cut~away is discarded as waste
and yet is as lirge as the top portion used in he process. If this
lower part were printed with the same form as the top part then the
typist could, in cases where only holf o card was needed, cut the form
in half an’ she would then have half to be used the next time she had
need for the smaller size., The wasteful praciice of throwing away
the blank lower half of the present form would be elimincted and a
savings would result even though the large and the sm.1l forms would
have to be produced to im lement my suggestion.

Evaluation of the Concerped Office:

The Chief, Industrial Registor, Collections and Dissemination,
advised the Committee that:

1. This suggestion is not new to the Industrial Register, which
utilized half-sized cards from 1947 through 1951. Their use was
discontimied when studies showed that they provided, in the large
majori'y of cases, insufficient space for extracted information,

2. It has been determined “hat much of the information entered on
th= heuding of the present ICF Curd (Form 60-34) is needed on only
on~ card in each industrial dossier. Subsequent addition to the
dogsisr can be identifizd in less detail. Prior to the receipt of this
suggestion a new, condensed form had been devised for these cards
which are added to existing dossiers. The condensed form will give
considerably more room for extracted duta on an 8" x 5" and gt x 10"
sizes. It is anticipated thut 80% of the new additions to IR files will
be mads on this new form,

3, The use of this new form will alter materially the current
pattern of document exploitation in the Register and will curtail
radically the use of the present Form 60-34., The advantages described
in subjsct Employee Suggest on have been provided for by the new form,
In view of these fac®, the Industri.l Register recommends dis.pproval
of the suggestion.

CIa INTERNAL USH ONLY
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Suggestion No, 1240 (cont'd)

Recommendation of The Executive Scerstary:

Disapproval

CIA INTERNAL USE ONLY

Approved For Release 2000/08/07 : CIA-RDP80-00832A000100130002-0



Approved I:S!' Release 2000/08/07 : CIA-RDw-00832A000100130002-0

CI4A INTHWNaL USE ONLY

Suggestion No, 1242

Summary of Suggestion:

I suggest the circulation of a listing of available commercial
gources of unclassified scientific translutions, together with titles
of journals expoited and repository, thereby saving unnecessary ex-
ploitation, and indexing of this informtion by individual «nd
indexing of this informution by individual articles, For example,
the Consultants Bureau regularly translates complete issues of
geveral Russian scientific journals.

The saving in time and duplication cannot be determined,

twvalusiion of Concerned Office:

The Executive Officer, CD, advises the Committee that:

1. Foreign Documents Division/00 undertakes as purt of its
mission to control, index and exploit translations already available
from both governmental und commercial sources, accordingly, this
suggestion has been discusse! by phone with the Chief, FDD, who has
agreed to reply in detail to it.

2. CIA Library while relying primarily upon FDD intranslation
matters loes purchase specific items on occasion as part of its
book procurement responsibility and maintains in i1ts reference collection
such research aids as "Bibliography of Translations from Russian
Scientific and Technical Literature" published by the Library of Congress

The Chief, Foreign locuments Division, 00, advises the Committee
that:

The Consultents Bureau is the only commercial service which
systematically translates selected Russlan scientific journals., It
would be of considerable heln to us if commercial sources provided
regulcer translations of other scientific journals. Unfortunately, this
is not the case to our knowledge. There are many commercial sources
which from time to time translute an occasional article from one or
another of the Russian sci-ntific jourrals. However, these is no
rogularity in this process. A year ago 7Columbia University was
translating under govermment contract all physics articles from one
Russian journal. This was discontimed eight months ago. 4 circulation
of a listing at that time would then be limited to one source, i. e.,
the Consultants Bureau, The listing of any other sources would be
comnlicated hy the following facts: (1) commercial enterprises do
not wish to be identified as the source for translations they undertake;
(2) all sources, other than the Consultants Bureau, translate an
article froma journal upon a specific request for such translation
and do not limit themselves to translating articles from any journal.

CIA INTEWNAL USE ONLY
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Suggestion No. 1242 (cont'd)
Thus, it becomes absolutely necessary, in order to avoid expense of
duplicate translation of an wrticle, to index each article that has

been translated.

We therefore reach the conclusion thet the suggestion is not
feasible and cannot be adopted.

Recommendaiion of The fxecutive Secgretary:

Disapproval

CIA INTERNAL USE ONLY

Approved For Release 2000/08/07 : CIA-RDP80-00832A000100130002-0



Approved FO{vRelease 2000/08/07 : CIA-RDP8w0832A000100130002-0

CONFIDENTIAL
Suggestion No. 1246

A. Summary of the Suggestion:

25X1C

It has been Agency practice during the pest year to glve such
personnel shots, vacclnations and physical examiniations as pre—
scribed in forelgn travel regulstions designed for areas where health
hazards are more real., It is hercby sugcestod thet the medlcal of- 25X1C
fice be glven authority to exempfb* other areas from such
treatment for personnel gol on brief trips.
P sorne P 25X1C

Having spent three weeks as a tourlist — this 25X1C
sumier —a,xxd heving survived this ordeal with-

out benefit of shuts of any kind, the suggester does not belleve
thet there is sufficient jJustificetion for the fact that a colleague
in the brench hes spent 6 hours being innoculated, injected, examined

and vaccinsted for a two-dsy trip [N =< ©°ved 25X1C
)

gtreets and a modern sewsge system.

Productive time lost appears to be at least slx hours per per-
son (including transportation time, walting in the medical office
and examination and innoculation time), In acdition there 1s the
cost of the unnecessary serums end the doctor's time to be consldered,
The suggester believes that a minimum saving of twenty do Llars per
person per trip could be effected. ORR records indicate that about 25X1C

5 persons per quarter go mgn official business, some of whom
Teatment; others get booster shots. Sav- 25X1C

get the complete medical
rips, by ORR personnel only, may run as high

ings then, on _
as $200-400 dollars per year.

A further savings may be effected, when security conditions
permit, by allowlng Agency employees to state that they are US
Government employees rather than giving them some non-governmnent
cover. This will permit a savings to the Agency of the extra tax
on plane transport:tion, This has been done in the past with a
savings to the Agency--but the current method of purchasing ailr
tickets [ ] nocessitotes peyment of the tax. (Savings here
would be to the Agency rather than to the Government . )

td

Evaluation of Concerned Offices:
The Chief, Medlcal Staff comments as fnllows!?
1. The above reference, Suggestion Number 1246, recommends 25X1C
thet personnel be exempt from physical oxaminations and immuniza-
tions, 1f they are traveling to_ coertein other areas.
o. Continuing investigations by the Agency Medical Office,

COMPINENTIAL
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Suggestion No. 106
the United Stat.s Public Health Service and other Government
Agencles concerned with the medicel aspects of personnel engaged
in internationel travel, indicate that there is sufficient evi-
dence to require appropriste physicel examinetions snd immuni-
zations for such personnel,

3. Attention 1s invited to the fact that such personnel ard
travellng under Government orders and hence, there is & responsi-
bility on the part of the Government to provide these services.
This fact has been recognized by Congress in establishing suthority
?o provide)examinations and immunizations for Federal employees

P. L. 110).

4., It might be noted furbther that immunizations (such as are
required for Agency personnel traveling || =rc required in
all metropolltan areas of the United States for entrance into
elementary schoos notwlthstanding the high degree of public hesalth
and situation which exists in these aress.

5. In conclusion, the ledical Office considers tho eczaminations
and immunizations currently required for internatinnal travel are
essentlal to the best interests »f the Government and the individual
employee.

Recommendation of Executive Secretary:

Disapproval

CONFIDENTIAL
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Suggestion No, 1251

Summary of the Sugpestion:

CIA Take immediate steps to obtain additional parking places for
employees in the Barton Hall area. '

1. Obtain permission and funds from the proper authorities to
convert the polo field near the inlet bridge {(not far from 1l4th 5t. Bridge)
into a parking lot. This fiosld which now serves « few people occasionaily
would then serve several hundred people daily.

2. If the pole field cannot be used, I suggest thet «n effort
be mede to convert several of the l.rge grass plots and lawns in the
vicinity of Barton Hall to parking areas.

3, If item 2. cennot be accomplished, I sugpest thet all parking
areas now in use be assigned on a 30 duy rotating basis to employees
who apply for spapes. This seens to be the only equitable method of
handling the problem with the present number of perking spaces.

Evaluation of the Concerned Qffice:

AT B et

The Chief, administration Stuaff, Logistics, advised the Comnittee
-th&.tt H

The Department of Interior and National Capital Parks have declined
to allow any further encroachment on park property for such facilities,

1. Policies estublished by the General Services Administr.tion
prohibit parking between the wings of temporary buildings due mainly
to the fire an’ safety hazard that would be prevalent,

5., TEven if the above regulations could be rescind:d, the Geoneral
Counsel has rendered opinions that this Agency has no authority to expend
sums of woney for improvement of government grounds as parking facilities
for employees.

3, legarding item :* 3 of the attuched, parking sp.ces are assigned
to components on & T/O basis. [he office concerned then makes the indi-
vidial assigmment. Each office has the prerogative to assign thelr spaces
on a 30 day rotating basis, grade, seniority or car pool system.
ua In view of the foregoing, it is recommended that the suggestion
be disapproved for adoption., The suggestion is being returned herewith
for appropriate action.

CIa INTERNAL USE ONLY
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Suggestion No. 1251 (con't)

C. Recommendation of The Executive Secretary:

Disapproval

CIA INTERNAL USE ONLY
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Sug, estion No., 1253

A, Suymmary of the Suggestions:

Tn the usage of abstruct paper the top carbon is discarded, There
are about 100 sheets in a tablst. sbstracts are typed in 7 - & copies,
thot would leave approximately 14 carbons unused, They .re the grophite
carbons and cannot be used generally for projects, letters, or such,
Ther= is a merket for them, however, in Art Supoly stores. 1f an
arrangement could be made for the sale of these carbons, or perhaps
our own art department could mike use of them it would mean consideratle
saving. Another course would be to interest the orocure.ent division
for all government agencies.

Our own brunch disposes about 50 sheets a week, but there are
other branches who use these tablets and the collective amount may be
worth consideration.

B. Tvaluation of the Concerned Office:

The Deputy Chief, Forelgn Documents Division, Office of Operations,
advises the Committee that:

When a bstracts first were pre sred on multiple carbon paper in STATSPEC

FDD the only stock available was m used by
STATSPEC— from whom th:is Division procured it. Some tame Ll.ter Supply

beg an to carry a chaeaper grude of miltiple carbon stock called
Letter X" as a regular stock item which we ure now using.

The writer is wrong in two assumptions; first, g raphite curbons
are useful for any purpos= in which standard carbons are used and
second, Reproduction section of FDD hus always collected the excess
carbons for use there, If the suggester has been destroying his or
her carbons it is due to a misunderstanding as to regular procedure.

C. Recommendaticns of the fxecutive Secretary:

Disapproval

CIA INTAERNaL USE ONLY
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Suggostion No. 1254

A, Summary of the Suggestion:

In order that the US Government mey improve 1ts cantrol over
government auployeos as far as security 1is ¢oncerned, as wallcas
saving menpowor, time, and large sums of the tax paycrs'! money in
clearing prospoctive employees for securilty positions, it is sug-
gested that all gosurity elearances of personncl in varlous govern-
ment sgoncles dosling with security matters be effocted by a single
organization established solely for that purpose under the juris-
diction of the FBI. A uniform clearance of personncl within a given
gocurity bracket (confidential, secrot, top secret, etc.) porformed
by a singlc organization at scheduled intorvels would have the fol-
lowing adventages!

1. All personnel clearcd for CONFIDENTIAL, SECRET, TOP SECRET,
etc., work, could be transforred fzom onhe agency to anothor without
having to be dleared for a second time, provided thoir new duties
would not requirc a clearance which is higher than the one for which
they heve been initially processed. This mcans that a person cloared
for CONFIDENTIAL work could be transforrcd to enother agency without
having to be clesred & second time, provided his now dutles would not
require a higher cloarance. 4 person cleared for TOP SECRET work
could hold any Job in tho US Government which did not require a spoc-
ial clearance.

2. Inuividual egenclos would be absnlved of the duty to assist
the FBIL in clearing thoir own prospective employces, thus saving man-
power, tiie, and funds as woll as offecting a standardization of the
clearance procedure.

3, Agoncles would not have to walt four months eny longer bo-
fore their prospectivo employees could go on duty.

L, 4 poriodic anu systemetic reviow of all cloarances would Dbe
assurcd. (At the present time the clesrances of all initially
clearod personncl are probably not reviewed perindically; in many
cagos they ero probably reviewsd only when a person is trangforred.
to anothur position within his agency or is transforred to another
sgency.) Such a periodic review of cloaranccs would effect a systam-
atic dotoction, c¢ontrol, and digcharge of emplyees who have becomo
security risks, for whatever rcasgons, slnce their ceses were last
reviewed.

5. By having tho clearsnce proccdurc centrallzed, the changes of
ponetration by socurity risks and oven onemy agents into government
sgencies would be greatly reduced, if not altogether eliminated,
because the auceptability of prospective employces on security
grounds would not vary from agency t» agency. This mians that a
porson clearcd for TOP SECRET work by e single organization in the

CONFIDENTIAL
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FBI would be equally acceptable to all US Government agoncles for
the porformence of dutics roquiring a TOP SECRET clearanco. (%t

is concelvable that under the present clearsnce procedurds a por-
son cleared for TOP SECRET work in one agency may not be cleered

for TOP SECRET work in another agency because the socurity stand-
ards in the two agencies might not be tho same.

6. By having the clearance procedure standardized, lengthy
clearances for lialson botwoon porsons of different egencles would
be climinated, Officers controlling intcr-~agoncy lialson would oanly
have t> ascertain the clesrance bracket (confidentiel, secret, top
gsecret, ctec.,) of thosc participating in the intcr-agency liaison
end meke surc that the discussions are limited to those topics which
mey be discusscd in the presence of the perssn with the lowest clcar—
ance.

Evaluation of Concerned Cffice:
Chief, Sccourity Divielon

This suggestion has boon roviewed, It 1s a matter which
pertaing to the Govornmont as a whole rather than to the operations
or procedurcs of urly this Agoncy. Accordingly, it cen bo nalther
epproved nor disapproved for Agency use. It is pointed out, however,
that this suggestiosn would place into operation a procedurs incon-
slstont with the responsibilities placed upcn igency and Department
heads by cxisting statutos snd Executive Ordeore, This Agency, iteelf,
would object to a procedurc which would shift 1ts responsibility or
lessen its authority.

Recommendation of Executive Secretary:

Disapproved

CONFIDENTIAL
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Suggestion No. 1256

Summary of the Suggestion:

Tt is suggested that corridors in Barton Hall be equipped with
exhaust fans so that there is not « marked difference in the temperature
when entering the corridors from air-conditioned offices, and vice
versa., This improvement in teperature control will even the loud
on the wir-corditioning units, <8 well as being e good worale factor
by tha prevention of colds, etc.

Tvaluation of the Concerned Office:

The Chief, administrative Staff, Logistics, advises the Committee
that: ‘ _

1. reference is made to qmloyee wuggestion No. 1256, recoumending
the installation of exhaust fans in the corridors of Barton Hall, for
the purpose of reducing the temperaturs differential between office
and corridor space.

2. The selection of window-type air conditioning capacity 18
pased normelly on the cooling load as determined for space occupied
by offices, laboratories, conference rooms etc, Any attempt, therefors,
to zir condition corridors and other space not presently provided
for would burden the existlng mits beyond their capacity. =8 a result,
most of this equipment would become totally ineffective.

3, & few Agency occupied temporary buildings, (Quarters Eye and
slcott Hll) do have sufficient air conditioning capacity tolandle
corridor space. In such cases, sdecuate cooling of the corridors is
effected by the occupants le.ving their room doors open. When this
is practiced, nutural air circulation precludes the need for any
mechgnical metheds of moving «ir (forced draft fans, exhaust fans,
ete.). OFf all .gency tempos, Barton ond Curie Halls, have the least
amount of air conditioning units, only about 70 per cent of the office
space being provided for. Any plan, therefore, to make use of these
units in cooling corridor space in either of these buildings would
be impracticable.

Recommendation of The Executive Secretary:

Disapproval

CTi INTZRNAL USE O®LY
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Suggestion No. 1257

Surrmary of the guggestion:

It is suggested that all window panes in critical areas which
should be sera nod from view of the general public bo ropliced with
directional view g lass. This is ne-dod as an additional safeguard
of classified natorial, especially on d esks near windows., Frosted
glass is not sc.tisfactory due to an offect of lowering the morale
of the individual worker. Glass which pernits only view in one
direction is a commercial iten. ~

Tvaluation of the Concerned Office:

The Chief, Adninistrative Staff, Logistics Office, advised
ths Cormittee that:

1. Reference is nade to Fmployee Suggestion No., 1257, recormending
Jirectional view window glass in lieu of frosting paint on window
glass where required for security reasons to shield roon contents
from public view.

2. This is to advise that the suggestion is coupletely inpracticable,

3, Installations of this type require as rmch as 70 per cent
light differential between the area to be protected and other space,
While this ratio of light is obtained during bright sunny days, the
result would b- reversed during dark winter days or at night,

4o The principls of the glass is that one side hus a high
reflactive quality of from 50 to 90 per cent with a low light trans-
rission range of frou 5 to 30 per cent. The reflective side is placed
to the outgide to prevent transnission of sight by reflection of the
light.

5, The perfection of performance is governed by the difference
in brightness betweon the two areas, One-way nirror glass costs
approxin taly «8.00 a square foot, as conpared to ordinary clear
window glass at 34 cents, and frosting paint at R.50 per quart,
which will cover approxim.tely 750 square feet of glass.

6. Wo suggest that the employes recormend to his administrative
of ficer that a survey be nade by the Thysical Security Office/I&S
in regurd to the possible use of venetian blinds in lieu of the
frosting paint. ‘

7. The Physical Security Office verbally concurs with the

security aspect of these statenents.

CIA INTERNAL USE ONLY
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Suggestion No. 1257 (con't)

C. Recommendation of The Executive Secretary:

Disapproval

CIA INTERNAL USE ONLY
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Suggestion No. 1261
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summary of the Suggestion:

With the installation of air conditioning in various agency
buildings, wall fans are now obsolete., Presuning these many fans are
Agency property, thay could well be sold or turned over to other faderal
installations, If they are ths property of GSA, thit agency could
probably utilize them else where,

In addition to +heir obsoleteness, these wall fans take up
valuable electric outlet space, gather dust and constitute a genuine
hazard for tall people,

While this entire suggestion is very obvious, it may well be
that it has been overlooked for thiot very reason.

Bvaluation of the Concerned Office:

The Chief, Administrative Stuff, Logistics, advised the Committee
thatt :

1. Reference is made to Employee Suggestion :'1261 reconmending
the removal of wall fans in «ir conditioned space.

2. Inasmuch as wall fans are the propsrty of the General
Services Administration the responsibility for their removal is in
their hands, Furthermore, it is an established practice to conduct
periodic surveys for th: purpose of surveying areas where air conditionirg
has been recently installed with th» intention of locuting fans
which may be removed, B ecause of the pressure of other duties
GS4 mechanics are frejuently reguired to delay such surveys, thus
giving the impression thut this practice is being neglected,
Personnel of this office, however, are cognizant of the fact that
many areas exist whers fans are still mounted in «ir conditioned
space. Bvery effort is being made to apprise th: PBS Superinten-—
dents of these locations and have them remove those fans that can
be spared,

3. 45 in the case of all other surplus equipment removed from
Government buildings the fans are returned to o tock, thus becoming
available for use elsewhere,

Recomnendation of the Fxecutive Secretary:

Disapproval
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Suggestion Ne, 1263

Summary of the Suggestiont

Tliminating Duplication in Press Exploitation

In order to avold duplication in reporting military, political,
and economic information from the Bulgarian press, it is suggested
that the U,S. Army, Navy, and Air Force attaches in Yugoslavia,
Greece, and Turkey refrain from reporting such information, as the
Bulgaria Section of FDD reports thls information in the weekly FDD
Summaries. Selected Briefs from the International Press and Economic
Report on Fastern Europe and in the monthly FDD Summaries Monthly
Militery Report on Eastern Europe and Political and Soclological
Information Report on Eagtern Europee.

Acceptance of this osuggestion would result in substantial
savings in funds and manpower and would permit the above attaches
to devote their time to other pressing tasks.

Evaluation of the Concerned Offices

The Chief, Foreign Documents Division, Operations Office,
advises the Committee thats:

This suggestion has essentially been made before, It was made
1n reference to the USSR rather than Bulgarla. When the previous
suggestion was made and adopted, it was normal that adoption of the
suggestion did not restrict jtself to the USSR but was applied to
a1l countries in the Soviet wrbit, Attaches in the Soviet orbit
were informed by the Defense Department of the press exploitation
program being conducted in Washington and advised to spend their time
on more worthwhile pursuits than exploitation of the press, At the
same time this question of what should be exploited in the field and
what in Washington has been under continuing examination and discussion
by the Exploitation gubcommittee on Foreign Language Publications
operating under NSCID #16, Eaeh of the IAC agencies is represented
on this Subcommittee and all are desirous of avoiding unnecessary
duplication. The Army, Navy, and Air Force attgches are in these
countries primarily to report military information and political and
economie information as it may have military implications, Thus,
they have been acquainted generally with the program of exploitation
in Washington and specifically with the nature of the military reports
on the bloe being prepared from bloc publications, Nevertheless,
we cannot overlook several facts bearing on thelr reportings

1, - That they are on the spot and something of great importance,
whether or not it esppears in the press, is and should be reported
immediately to Washington today even though it might be reported in
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Suggestion No. 1263 (continued)

a month to six weeks through exploitation in Washington;

2, That the attaches are under the coordination of the senior

. UsSe representative who may feel that he must have certain information
more immediately available than is possible after shipment of the
publications to Washington, exploitation there, and return of the
product to him.

3e Reason is that an attache on the spot in a given countiyy
may be able to comment very pertinently on an item appearing in the
press or related on the spot to other information which he has
collected.

For these reasons, then, are an absolute dividing line and an
absolute directive 1o the attaches cannot be made., We must recognize
the attaches as inteliigence officers who have been trained for the
job., We must rely on their judgment and discretion providing we have
made the necessary information available to them, This latter has
been done, We therefore reach the conclusion that the suggestion
is not really new except in some details, that the favorable parts
of the suggestion are already in effect, that the remaining gspecifics
cannot be adopted or implemented for the reasons cited, that this
problem is under continuing study by an interdepartmental committee
for this purposes ’

Recommendation of The Executive Seeretarys

Disapproval

CONFIDENTIAL

Approved For Release 2000/08/07 : CIA-RDP80-00832A0001001300?2-0



As

C.

Approved FQ.rfRelease 2000/08/07 : CIA-RDPgQ;00832A000100130002-0

CONFIDENTIAL

Suggestion No., 1266

SB@qggx~Qf the Suggestion:

There are undoubtedly nany Agency enplayees who are on their own
initiative enrolled in evening courses in the various educational
institutions in or around the District of Columbia, Undoubtedly
many of these employees are pursuing courses which are beneficial to
them in performing their Agency dutles,

In view of the above, and because there is an emphasis belng
placed upon Agency training programs, it is suggested that provisions
be made whereby employees enrclled in outside courses may uake
application to the Office of Training, through appropriate channels,
for credit toward Agency training creditss It seems only equitable
for an employee to get credit for courses taken at hils own expense
which are considered to be of value to his position, as to provide
credit for courses given at the Agency'!s expenss,

The above suggestion would apply to courses pertaining to
administration, technical trades, operations, etc., or, in other
words, courses which better equip the employee to carry on or to
better perform the business of the Agency.

As a corollary to the above, consideration should be given to
the application of this credit towards Office training quotas.

Evaluation of the Concerned Office:

The Director of Training notified the cormittee of the
following: :

1., The Office of Training does not award "eredit" for
courses conducted by the Office of Training, semlucted by other
elenents of the Agency, or for courses given elsewhere at the
Apgency's expense,

2. The determination of ecreditable training or experience in
lisu of the whole or part of a requisite Agency course is a
responsibility of the Chiefs of Major Components and Operating
Officlials,

3., Regarding the dorollary to the suggestion, office

- training quotas are not imposed by the Office of Training,

Reconmendation. of the Executive Secretary:

Disapproval.
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Suggestion No. 1269

Summary of the Sugegestlon:

A gold certificate of awaerd signed by Mr, Dulles to peraonnel
-having least slek leaves taken while serving to this agency or a
silver certificate of award to personnel having no slck leaves
taken within a year to encoursge for the better attendance re—
cord, '

‘I really don't know whether this ildea will cut down absence
of people with none-existing sickness but such commendation
should be sconsldered for those peoplse having no sick leaves
teken or very few taken during their long service to thils
Agency.,

Evaluatlon of the Concerned Office:

The Chief, Planning apd Analysis Staff, advises that:

1. Suggestion No, 1269 reflects a genulne interest in
improving the efficiency of Agency operations through the
reduction of unnecessary absenteeism and the suggestor de—
gerves to be commended, However, it 1s considered that the
suggestion does not reflect appreciation of the fact that most

- employees' illness are not imaginary and generally are ocutside
their power to control. Also, the suggesilon places a premium
on a good attendance record as such, rather than upon the
physical well~being of Agency employees, In connection with
the latter, it mst be recognized that periodic medicel end
dentel examinations are eegentiel and that such axaminations
are #»ften echeduled during normal working hours throughout
each year.

Recommendation of The Executive Secretary:

Disapproval
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